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APPLICATION FOR RECORDS RETENTION 

---- . .,-= --- I -  - -~ ~ - ~~ ~~ 

I 
INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Ave$ue; Atlanta, Georgia, 30334. 
Attention: Schedulins Section. 

1 

a. 
b. 

;3 EstaDilsn Retention Schedu1e;record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

- ~ ---___-~.-.____ [_ ~ c, 
1 4. Data of W i s s  1 Earliest Latest 

78-248 .LT-e ~ . - ~  ;Check-@-eB C h . a ~ e L o . . _ s u ~ r _ c e _ d e ~ . ~ ~ o i ~ -  
Series Title (followsd by title used in office; if different) 

I 
' 0  Date 1 . Terminated.Employee Personnel F i l e  ( E l i g i b l e  f o r  Rehi re)  , ' 

. .~ - -~F- ~. , ~ . __  1978 . . ~  ..-_ _.lT ~~ ~ ~ - ~ - - . * .  . ~1 ~~~~- -. 1_ 

Si Divirmn ~~ and WfiG. ~uncaion What is - the ~~ function. of the Division - .~ and theoffice - -  in whjch~this .. recprd ~. , series i s  created? . . 

The Personne I Off i c e  i s i nvo I ved i n i nterna i and externa I adver t  i s i n i ,  i e c h  i tment , 
in te rv iew ing  and +est ing.  
b e n e f i t  surveys. D i r e c t s  b e n e f i t  admin i s t ra t i on .  Performs range and sca le  adjustments. 
Recommends b e n e f i t  changes. D i r e c t s  i n t e r n a l  r e l a t i o n s  programs such as f i e l d  and e x i t  
in terv iews,  s e r v i c e  pins, performance awards, employee commiftee, newspaper, newslet ters ,  
suggestion program, employee g i f t s ,  spor ts ,  p a r t i e s  and promotional c l o t h i n g .  Conducts 
qr ievance hearings, employee and superv isor  counse l l i ng  and employee ass is tance program. 
Advises management regard ing employee morale. D i r e c t s  p repara t ion  o f  requ i red  fede ra l ,  s t a l  
and i n t e r n a l  repo r t s  and s tud ies.  Conducts a f f i r m a t i v e  a c t i o n  program. Advises management 
on changes t o  personnel p o l i c y  and procedures. Prepares annual budget f o r  department and 
monitors expenses. 

Conducts s a l a r l e d  appi i c a n t  inteiv lews; . D i r & c t s  Wa4e and'  

I 

Reports t o  D i r e c t o r  04 Admin is t ra t ion .  
.~~ -~ =~~ 

~ -~ ! 

I 

I ~ _ . _ _  ~~~ ~ ~ _ .  
~ ~~ ~ ~~~ 

7. Record Series Dewiption This file &mains the following documents liniiude form numbersand rirles, i f  any): 
Attach samples of the file. 

Documents relating to: An i n d i v i d u a l ' s  employment w i t h  Georgia Por t s  Au tho r i t y .  

included are: A p p l i c a t i o n  f o r  employment, Summa'ry card i d e n t i f y i n g  i n i t i a l  j o b  
c lass,  promotions and pay increases, w i thho ld ing  informat ion,  
t e s t i n g  in format ion,  Personnel Ac t i on  Forms, Employee Performance 
Eva lua t ion  sheets, l e t t e r s  o f  reference, insurance infoymation. 

ac 
i on  

File is arranged: I By sect ion.  App l i ca t i ons  on top, personne 
l e t t e r s  of  re ference and insurance informa 

ion  forms chrono log ica l  
i n  back of f i l e .  

~--I-^_ ~ - -  _-~-. _l__l_l_ I.-I_ ~ 
-~ ~_-._ ~~~- -. ~~~ 

8. Monthly Reference Rate How often are records referred to which are: 
0 ; Thirteen to twenty-four months old ---.---; 0 - ~~~ . Seven to  twelve months old 1 One to six months old ~ 

twenty-five months and older-~ -~.---L.? Un I ess t h e r e  i s  a reason t o  reference t h e  f i I e. 

1 9. Annual Rate of Accumulation.of Records 
Letter+s.he drawers ---.---; Legal-:ize drawers ---;Shelves - ~ ;Other (specify) _F_ _ _ ~  ~- 

- 
0 ~ "  

~ . -.---__~--4,- -_I___. -_-._ _-._I__-. - . - . ~  ~ . 

. ,  



a. I s  this the official copy of the series? 

b. boes the series contain knfidential information requiring security handling? If yes. cite law or regulation. 
.- ,1- - - - - ~. ~ .-!f~ ngLy&=,ia? .--_~ I I 

4 .  , .  
-I p_--~-_.___ r _ _  ~~ ~ . " ~ _ _  ~__  X 

. .. ~- ~_c_.___ TL' .~ -:.----_ _ _  . ____~ I .  
! torical or!,gngterm regarch value:, -- . . ~.. ,' ~ ..- I - 

e. When one or two documents in the file make it necessary to keep the entire fi le for a long period, could these 
_c_-~~-~~_ ~. _.__ ~ do~~uum~n~s~be . scheduled_reDa~~~?-_~_ .~  -- ~I__ ~~~ 

' 

~ ~ . _ _ I  ---- 
X 

~ ~ I-xI.~ lh. .It th~e~informatiQn contained in thitserks everaublisbd? If-yes,affa&BnKL_._ 

X 
g. I s  the information co ain d i n  this 

h. 1s there a duplication of th is  series in your office, or in another office or agency? ~' 

er ana yzed a &lor recorded i a si mark d Y o r t i o n s  oTi%eivs InIormaTion a re  enTereT on 8 BrQMnneI L i s t i n g .  
.~--_~_ -~-~ltveL~anach~~coou,-~ . ~ . ~ ~~- .~ .._.I . ~ .  _ _ _ ~ _ ~ . ~ ~ -  

~~ 
I-- 

- ~ ~ ~ ~ ~ - - - ~ -  .~.. .- .. - 
~ - _.___I ~~ 

~- 

-~ 13.14.- Is this ~.ries~ofam~o~~~ortion_.o.f~~f~.resularlrmicrafilmed? ~ - . ~  I - ~~. j..-7 _-I- 

?d 
11. Retention Requireniantt 

~ i. Dws the recnrdxriej result in aromouter printout? ~~ .I The following requires the series to be kept: 

a. State Law ~- ears. d. Audit period _.-. . . ...---y ears. 
b. Statute of limitation .. ~ _ _  ~~ ~ ...- pars ,  ~~ ~ ~ ~ e .  Administrative need ~~~ ~ ~~ ~ ~~ _ _  wars.  
c. Fe,deral  law^ ~ ~~~~ ~~ ~~-years. f. Federal retention instructions 3 .~ -years. 

Attach copy or~excsrpt of law5 or regulations. Ex. lain administrative need. Th is  schedule i s  o n l y  app l i cab le  t o  
those employees who have termlnated Prom t h e  Georgia Por ts  A u t h o r i t y  b u t  who a re  considered 
2 l i g i b l e  for  immediate r e h i r e  or  r e h i r e  a f t e r  a per iod  o f  t h r e e  years. S p e c i f i c a l l y ,  those 
mployees who v o l u n t a r i l y  resign, te rmina te  due t o  d i s a b i l i t y ,  death , :o r . re t l rement .  Those 
dho v o l u n t a r i l y  res ign  f o r  purposes o the r  than o u t l i n e d  i n  P o l i c y  # 690-61-3, o r  who a re  . 

~~ 

. .  . .  . .  .~ __I ......-- __ _-__.y.-___~.~~_--.--I 

12 AoGtoved Disporitiog Instructions ~ This agency recommends that the f i le  series be cut o c  ar thb end ~. of each: ~ . 

I3 Calendar Year: 0 fiscal Year; 0 Other 2.. ~ 

, r . ~ ~. . .  - ,  

. . ____:~_--~~L.-i__then, 
-~ ~ . . .  . .  

~ ~~~ . ~ ~~ .~ 

.~ ~. 1 Ed Hold in the current fi les area _. .-month(s) .year(s); then 
Transfer to local holding area, hold ---4 - -.year(s); then - ~ ~~ 

El Transfer to State Records Center: hold -.... .. -year(s); then ~~. - ~~ 

1E3 Destroy. . - .  ~. 

0 Transfer to State Archives for permanent retention. - ~~ - 

. .  I -  

.~ 

0 Other (Specify) 

These rtructions a a l l  . ri and f i  ure ac ur ilations of he ries. 



I ,i 

1 

Schedule # 122: Terminated Employee Personnel F i l e  ( E l i g i b l e  for; Rehire) 
i 

I tem # 11 (continued) terminated f o r  reasons o the r  than those 
o u t l i n e d  i n  P o l i c y  # 600-61-3 are e l i g i b l e  f o r , r e h i r e  a f t e r  t h ree  years. 
purpose for r e t a i n i n g  these records f o r  f i v e  years i s  we need t o  know those 
employees terminated for reasons which would make them i n e l i g i b l e  f o r  r e h i r e  
u n t i l  a f t e r  t h r e e  years. Also, we f e e l  t h a t  should an employee be l i eve  he had 
reason t o  f i l e  s u i t ,  t h e  p r o b a b i l i t y  o f  t h a t  occur r ing  a f t e r  f i v e  years i s  
I imited. 

The 



.-; -..- ~=__. ~____ 
1 

4 2 7 3 - 4  3. 

OFFICE OF THE SECRETARY OF STATE 

I ~- RECORDS MANAGE MEN^ DIVISION I 
~~ - r - 

APPLICATION FOR SCHEDULE DEPARTMENT ARCH,VES AND 

-~ . - ~~ ~.. .. -2- .--- ~, --_ .- _ _  _L- -_=~~-_-- - - ~ . ~ - ~  -.-. -~ . . 

INSTRUCTIONS: See Publication.' No. 76-RM-I for instructions on completing this form. Forwaid signdd ohgin81 to ~; 
Department of Archives and History, Records Management Division, 330 Capitol Avenye,. Atlanta, Georgia, 30334. 

! 

Date Received 

CT 2 7 1928 I &.! 1 5 1978 

964 - 1721, 283 
~. ~~ ~~~ 

Attention: Scheduling Section. 
FOR AGENCY u s ~  . 

' Apoiication Date Por ts  Author i ty  

i application Number Savannah , Georgia 31402 
10-24-78 

~ ~~ ~~~~ ~~ ~~ ~ ~~ ~ ~~ 

Working Title 
Personnel Manager ~~~_ 

~ . .  ~ .. ~ , . . ~- - - ~ , ~ . - ~ ~  ~-.. ~ -~ -. 
~~ ~ ~~ 

4 3. Action Requesed- 1 a. 13 Estaaiisn Retention Schedule; record wi1;continue to accumulate. 
b. 0 Dispose of present accumuln ion; no further accumulation anticipated. lh __ c. 3 A_msnd_Application No. - ~ ~ ~ -  -- . Check One;. J..CMge; a SuQqcede; 0 void=_ ~~ 

1 I 9, ~ ? + e t s f  sries 
j I Earliest Latest 

f 5. Recards Series Title (followd b y  title used in office; if differentl 

' 1965 I Date 1 Employee Personnel F i l e s  
~. ---_I ~~ . .. 1 ~. ~ ~ . .  . .  -_ ~ - _ ~ ~_~ .. 

61 Division and mice Function What is the function of the Division and the Officein which this record series is  created? 

Responsible f o r  the  recrui tment,  t r a i n i n g ,  j o b  ana lys is  and c l a s s i f i c a t i o n ,  and formulat ion 
and implementation o f  personnel programs and procedures. 

_ -  
7. Record Series Description 

Documents relating to: 

Included are: 

i 

File is  arranged: 

A 
; I  

j 
i 

i t  

-- . . .. . 
8. Monthly Reference Rate i I  1 One to six monthsdld 3 1  

. -. 

~~ ~~~ ~. . _ ~~~ ~. - .~ ~ 

This file contains the following documents (include form numbers and ? i r k s ,  if anyl:  
Attad\ samples of the file. 
Records o f  employees o f  Georgia Ports Au tho r i t y  

App l ica t ion  f o r  employment, change i n  status,  i .e. promotion, change 
i n  c l a s s i f i c a t i o n ,  salary,  etc.,  leave date forms, r e p o r t  o f  i n j u r y  
forms and r e p o r t  o f  accident i nves t i ga t i on ,  performance repor ts ,  
change o f  address , group insurance in fo rmat ion  , communication 
concerning c r e d i t  o r  garnishments , secur i t y  questionnaires and 
re1  ated correspondence. 

A lphabe t i ca l l y  by employee name. 

~ ..- -. -.~~____--___- 
How often are records referred to which are: 

20 8 -~.-.; Seven to twelve months old - ----.; Thirteen to twenty-four months old - -; 
twcn!y-five months and older--- z . .~-? _-__ ~- ~ ___-.-_I _I~___-_._____~-.~ ..- . ~ ~ 

9. Annual Rate of Accumulationof Remrds n o t  appTiCbTe. 
Letter-size drawers ~~ -; Legal-size drawers ---; Shelves - .-; Other lspeeifvl - .. - 



.c . ~d 
~~ ~"---.-. I_ _ _  

~ 

-_ -.-__ .- ~~~~ 

-. ~- 
* I -- ._ 

~ - - _ _ +  _-._ .-~ 10. Quertionnaire (P1acean"X" in the propecqluflrl) ' -* ~- - _. ___ 
a. Is this the official copy of the series? 

b. Does the dries contadmnfidential information requiring security handling? If yes. site law or regulation. 

d. Does this series have historical y longterm research value-? , . --. 
e. When one or hnro documents in the file make it necessary to keep the entire fi le for a long period, could these 

I If not,=where i s i t ?  ~ -~ 
/I 

1 '  ____I. ---. ~ -_ -~ _-_- . _~___I_ - _ _ _ _ ~  ~.----~__li.. 
I .~ 

I~ _.______ 8 '--_-__ -~ c. Is this a vipl-record? 
! 

..__.__s_ , 

. - A~cumm+ be scheduled SeDaratelv?.~ --. _ _ ~ _ _  ~~ --._-.____ 

.-~- If~ves. attach~cocw.~ ~~~ 1 ..... _.__ ~ ~. .___ 

- ~- 1 f ~ ~ w h e r e 2 .  I n  port i .on. in- the Personn_e_l- L i s t i n g  but not  enti-re'ly, --~__I___.-I__ 

i.. Is~thAserjes for 8 m~~~~Rort ionaf i t l . reaular lv  m i a o f i l m e d ? ~ ~ - ~ ~ _ ~ - _ ~  ___ .~ - 

. .  
f, .Is.lhhe infnrmatian~ contained in this seriesjver wblished?. If~Kkmach-mDv. . __ -~ 

g. Is  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. 1s there a duplication of t h i s  series in your office, or in another office or agency? 

-_____ 
_- - - - ~  

i.-Does the record serk reu l t  i w m w t e r  Drlntout? . . ~ . ~  ~ ~ ~- ~ .. ~. ~..-LpL_-p- ~~~. __ 
1. Retention Requirements The foltowing requires the series to b, kept: 

a. State Law ~ - ~ ~ . ~  .years. 1. Audit period -_~~_ ears. 
5 b. Statute of limitatiqn . --.. ~-vears.  e. Administrative need - ~ . ~ ~ ~  __ .-.y ears, 

c. Fqderal law ~~ ~- -~ -years. f. Federal retention instructions - -years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

~~ " c. ~~ _ _ . ~  ~ ~~ ~ ~~ I___..___ 

:2 Aoofoved Disposition Instructions This agency recommends that the f i le  series be cut otf ar tht end of each: 

0 Calendar Year; Fiscal rear; @ Other - . 
Withdraw from rout ine  f i l e  upon termination, o r  f o r  cause as ret irement, place i n  inac t ive  
Q Hold in the currentfilesarea ,..._._., m o n t h ( s ) ~ . .  1 .-.year(s);then f t l e ;  Cut O f f  inaCtl'Ve f i l e  a t  the 

end o f  each calendar year, Transfer to local holding area, hold -~ 4 year (sl ; then 
0 Transfer to State Records Center; hold ------year(s); then 
Kl Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specifyl 

: 

i These instructions apply to al l  prior and future accumulations of the series. 
! 


